Approved For Release 2008/12/10 : CIA-RDP78-03097A000200040112-7

Ui o A

Chief, ¥BIB
Deputy Chief, FBIB

P
T

§ December 1

heport of Fhysioal Inspeotion of Mest Coast Buresu

1. Under suthority granted in Travel Order No. 386-49, dated
21 Jotober 1948, the undersigned perforamed the necsssary travel in
oconneotion with vwisite of inspeetion to the West Coast Buresu at
ioseda, Californis, during the pcriods 28 Oatober = 4 November 1968

and 16 liovorder « 21 Noveaber 1648,
QP RAT1 )48

l. Oparations at this Bureau indiostes

&¢ Clear delineation and assigmment of responsibilities.

be ZProper supervision by Bureau Chief, Chlef :Zditor and
Chief tnginesr of all phases of the operstione

e Sound operating procedures in the monitoring, editorial

snd technical seotions of the staffe

de leference asterial now on 8 x § cards cen be improved
by use of visible record systea thereby
for monitors and editors to oheck names of places and personse

reducing time necessary

®» A requirement for one edditional clerk in the office of
the Sureau Chief to maintain records snd prepare reports.

feo A requirement for four additional CAP=8 Monitoring
Technioians in order to mset coverwge requircnentss

(1) Seoond Broadoast of Manils Press.

(2) Central News, Saigone

(3) Rmdio Telotype Intercepts.
The result of inereasing the T/0 b; four CAF=8 monitoring technicians

will de:

(4) Use of two men instead of one during the swing

and graveyard shifts.
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(6) Use of thres code mon on graveyard shift instesd
of two now used.

g+ CUrulsing position should be filled by a P=3 iiadlo Lngineer
“t Hessda)e 25X1

he All construotion features of the station planned for
£a0ility of opsrations well utilised by opereting personcele

i+ Staff memorsnda and presentation charts would be of
value to other dureaus since they refleot operational sxperienee.

AL 19T HATI OR

le Inspection of the administration at this Bursau indicates:
&¢ Property records progerly and adequately maintained.

be VWashington should provids field bureaus with an extie
copy of Form 80, Botilioation of Personcel Action, obwiating
the neoessity of making eatre coples for file in the fielde

0¢ The Bureau Chiefl should receive papers for processing
new person;el prior to their recelpt of telegraphioc notice of
acoejtancee

de Verification of Buresu records of asorusd leave for
exploywes as shown on monthly I/A records now done on yearly
basis by Washingtons Tuls orsates hardship in plansing leave
schedulese

®e Adainistrative officer is not a Notary Fublio, yet new
saployees require notarisation of paperse

fe Bureau hks surplus property on hand which would provide
more storags space if properly disposed of (ses attached list).

g edical examination and fingerprint forms not reoeived
for recent applioants.

he Job desoriptions require revisions
1, It is difficult to estimate delivery time or stock level
of 1tems on requisition if requisitions aro ocanoslled or changed

by Washingtem without giving the {ield notification of aotion
takene
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Je Btat.us of lease roguires aotion on part of Basiingtone

ke Bureau persopuel are interested in tine polioy of FBIB
with respeot to their return to leseda after serving overseas.

AEC Qb HDAT IONB

1e The present system for rofercros material be revised on visible
forms (VieDex System or equivalent).

2. The T/0 be revised to innlude one CAFel Clerk (see justifioation
by Bureau Chief, dated 3 Novosber 1048).

Se The 7/0 be revised to include 4 CAPe8 Monitoring Toehniolianse
4o The Cruising Honitor position be changed from CAF=f to Pede

8¢ An operating procedure be prepared for all Huresus incorporating
prectical procedures now used by esch Field Pureaus

8s The Fmshiigton office arrangs for disssmination of additional
copies of Form 50, Notification of Personnel Aotion, for file by the
Field Bureause

Te A request be mede to the riorsonnel Branoch to advise field
Bureaus romptly of any disore sncies betwesn bureau records and
Forsonnel Branch reeords reference employses' acorusd leave, and
arrange to notify th» field at lsast seai-annually of all annual leave
aoorusds

8¢ FBIB Administrative Officer or Personnel Branch insure that
papers for new applioants are complote for entrance on dutye

$¢ The Fleld Bureaus be notified i ruquisitions are changed or
canoelled by Services Sreneh or FBIB.

10s Tho leass for the West Comst Suresan be discussed with Lagal
Counsel with a view to insuring renswal or initiation of oondemnation

prooeedingse

Attachment }
Hoseda Surplus Material
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